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MEMORANDUM

To: Personnel Services Administrator, Human Resources Division

From: Personnel Specialist IV, Classification and Pay Branch

Subject: Policy Development
RE: Hazardous/Environmental Pay Form and Procedures Update

Buenas yan Hafa Adai! This is to request your approval to update the Hazardous/Environmental Pay Form
and Procedures (copy attached). A copy of the Director’s concurrence memorandum is attached. The
existing Hazardous-Environmental Pay Policy and Procedures amended by the Guam Civil Service
Commission in March 2000 continues to be pertinent and relevant; however, the authority for implementing
uniform differential pay policy now rests with the Department of Administration and therefore there is a need
to update the Hazardous/Environmental Pay Request Form and to update the routing procedures, especially
pursuant to Public Law 33-1 95 which allows certain departments/agencies (namely law enforcement) to
submit pay differential requests directly with the Department of Administration.

In order to assist departments and agencies with their Hazardous/Environmental Pay requests, the request
form was developed using Excel application software and includes memorandum templates which can be
used to facilitate the preparation and transmittal of necessary documents. Upon concurrence of the policy
and procedures by the Director of Administration, the Excel Workbook template will be posted as a resource
under the DOA-HR website at https://hr.doa.guam.qov/resources/. Hard copies of the excel forms are
attached for your review.

Should you have any questions or require further information, please do not hesitate to call on me or the
Classification and Pay staff. Si Yu’os Ma’ase!

T. LIZAMA

Attachments

EDWARD M. BIRN

Director (Direktot)

ELIZABETH T. FISHER

Deputy Director (Sigundo Direktot)

[fr/I APPROVED

SH2
Human Resources Division
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Personnel Services Administrator

PURPOSE:

To continue with existing policy and procedures for assessing and recommending approval of hazardous
and environmental pay differential requests pursuant to the policy established by the Guam Civil Service
Commission (amended March 1, 2000 — copy attached). To update the Pay Request Form (using an Excel
Workbook) and the pay request procedures as presented herein.

POLICY:

The Director of the Department of Administration (DOA) is mandated by 4GCA § 6304 to establish and
implement uniform differential pay policies. In addition, through statute and Executive Order, management
must assure every employee of the government of Guam a safe workplace and healthful working conditions
free from recognized hazards that may cause or are likely to cause death or serious physical harm.

AUTHORITY:

1OGCA, Chapter 87— Occupational Safety and Health Code; Public Law 19-19, § 87125 — Employees Not
Be Compelled to Work in Unsafe Conditions; Executive Order 88-9, dated March 22, 1988 — Guam
Occupational Safety and Health Act Policy and Commitment; DOA Personnel Rules and Regulations,
Chapter 9— Health and Safety, Rule 9.200 — Safety Standards; CSC Hazardous-Environmental Pay Policies
and Procedures; 4GCA, § 6222 — Corrections Officers Hazardous Pay; 4GCA, § 6224 Police and Customs
Officers Hazardous Pay; 4GCA, § 6225 Hazardous Duty Positions Identified; 4GCA § 6225.1 —

Hazardous Pay Differential for Employees of Guam Behavioral Health and Weliness Center;

COVERAGE:

All employees occupying classified or unclassified positions. Note: The procedure outlined below shall
be followed beginning with Step 1 with the exception of departments/agencies identified under Public Law
33-195 who may submit pay differential requests directly with the Department of Administration by
completing Steps 1-3, but skipping Steps 4, 5, and 6 (the GOSH review), and then continuing at Step 7.

PROCEDURE:

Step 1. Immediate Supervisor - IS determines the existence of a temporary and unusual hazardous
working condition. The Immediate Supervisor completes the “Supervisor’s Section” of
the Hazardous/Environmental Pay Request Form - PRF (see link to excel workbook -

hard copies attached) by identifying each position and a corresponding category of each
hazard (i.e. Customer Service Representative: a. Mentally Ill, Emotionally Disturbed —

10%; b. Communicable/Infectious Disease — 8%; etc.) and attaches any supporting
documents.

Step 2. Immediate Supervisor forwards the completed Pay Request Form to the Department Head
- DII for review.
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Step 3. Department Head reviews the PRF and if he/she concurs — has funds certified
accordingly, and then the Immediate Supervisor proceeds to Step 4 for GOSH review or
directly to Step 7 if request is coming from a Department/Agency exempt from GOSH
review. If the DH does not concur, the pay request ends. (Note: DII must notify the IS
within ten (10) working days if the request form is denied due to non-concurrence.)

Step 4. Immediate Supervisor transmits the PRF to the Guam Occupational Safety and Health
Administrator, Department of Labor, with a written request ensuring that Parts I, II, and
III of the PRF is completed along with copies of a Position Description Questionnaire
(PDQ) for each position impacted.

Step 5. The GOSH Administrator conducts his or her review and inspection and completes the
appropriate sections of the PRF, makes a determination and provides a recommendation.
The completed PRF is then returned to the requesting Department or Agency.

Step 6. The requesting Department/Agency then forwards the completed PRF and GOSH
recommendation to DOA.

Step 7. DOA Review - the DOA Classification and Pay Branch reviews the PRF and the GOSH
Administrator’s recommendation(s) or the PRF and the recommendation of a
department/agency exempted from going directly to GOSH along with copies of a
Position Description Questionnaire (PDQ) for each position impacted. The assigned
Specialist will complete the PRF — research and document any comments and make the
appropriate recommendation for the Director of Administration’s review and attach any
supporting documents. The completed PRF is then forwarded to the Director of
Administration for final review.

Step 8. Upon approval by the Director of Administration of the duty pay differential, the
Classification and Pay Branch shall inform DOA, Payroll Division, and transmit a copy
of the completed PRF and any supporting documents.

RESPONSIBILITY:

Management and Supervisors — Focus efforts on eliminating and/or reducing any health and/or safety
hazards to the lowest possible level, and implementing safe working condition policies and procedures. If
employees are required to work under temporary hazardous/environmental conditions, the appropriate pay
differential request shall be made to compensate employees accordingly. Completed and authorized PRF’s
and any supporting documents are forwarded by HR to DOA Payroll for processing.

Attachments

1. CSC Hazardous-Environmental Pay Policy and Procedures;
2. Hazardous/Environmental Duty Pay Request Form (Excel Workbook — go to

https://br.doa.guam.gov/resources/) which includes: a) Pay Request Form Template; Table of
Hazardous/Environmental Duty Categories; and b) Cover Memo Templates to DOL GOSH and
from Department to DOA after GOSH certification; and c) Cover Memo to DOA from Exempt
Department or Agency.

October 2023
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HISTORiCAL NOTES

These notes will help to familiarize the employees of the Government of Guam with some of the
historical aspects of the Hazardous/Environmental Pay Policy and Procedures.

On December 14, 1989, Senator Ted Nelson, Twentieth Guam Legislature, requested the Civil
Service Commission to review, evaluate, analyze, conduct and assess the existing
hazardous/environmental duty policies and procedures, personnel rules and regulations, and laws
cunenliy implemented by departments, agencies inclusive of semi-autonomous and autonomous
agencies.

On August 9, 1990, the Civil Service Commission wrote a memorandum to Senator Ted Nelson,
informing him that the analysis on GovGuam hazardouslenvironmental duty was completed and a
copy of the Staff Report was attached for his information.

On October 1, 1991, Substitute Bill No. 319, which became Public Law 21-59, was signed by the
Governor on September 27, 1991. This law now authorized the Civil Service Commission to
establish and implement uniform hazardous/environmental differential pay policies (hat would be
applicable to all departments, agencies, public corporations and other public instrumentalities.

On October 1, 1991, the Hay Consultant recommended that the CSC Staff Report on the
hazardous/environmental duty pay be adopted uniformly to all departments, agencies, public
corporations and other public instrumentalities.

On February 24, 1994, the Civil Service Commission held a Public Heanng on the
HazardouslEnvironmental Pay Policy and Procedures at the Civil Defense conference room. At
(his meeting, the Commission explained that it would receive all input from those in attendance
and include it with the comments it had previously received as a result of its August 24, 1993,
CSC No. 93468, memorandum issued to all department and agency Beads, requesting for
comments/inputs from their employees.

On March 3, 1994, the Civil Service Commission issued CSC No. 94-335 memorandum to all
department and agency Heads, requesting for comments/inputs on the proposed policy. Deadline
for submission was March 18, 1994. All department and agency Heads were advised that no
comments/inputs will be considered after March 18, 1994.

AMENDED: II MARCH 2000 1
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To provide uniform guidelines and requirements for requesting and payment of a hazardous!
environmental duty pay differential to employees of the government of Guam who perform work
which involves exposure to hazardous conditions or physical hardship (environmental) ccrnditions.

STATEMF OF POLICY:

This policy shall be consistent with other applicable provisions established by Public Law 19-19,
Occupational Safety and Health Code.

Public Law 19-19 was enacted into law by the Nineteenth Guam Legislature on August 22, 1988.
This law mandated the creation of the Guam Occupationai Safety and Health Act herein referred
as the (3OSHA.

Pbtic Law 19-19 *87125. Employees not to be Compelled to Wosk In Unsafe Conditions. After
csiioa of an unsafe working condition by the DiVismu, no employee may be cmsqdHed or in any way
coerced to work in an unsafe working condition. Anyone who compels or coerces an employee to do
so shall be guilty of a misdemeanor, and, in addition, sledi be held personally liable for actual and
punitive damages should an employee suffer injury as a result of said unsafe working condition. Civil
actions may be brought against such person without reference to the Govenuncol Claims Act. No
disciplinary action may be brought against an employee who either refUses to work in an unsafe
working condition after citalion of same by the Division, or who reports an unsafe working ccasldion to
either the Safety Officer or the Division Head. Refusal to work ía art unsafe working coridion after
citation of same by (he Division . or reporting of an unsafe working condition, shall not be coutidered
in evaluating job performance or be considered as a factor in the proinohon or demotion or .dvese
action of said employee.

All departments, agencies, public corporations, and other public instrumentalities shall take
appropriate measures to eliminate or reduce hazardous working conditions. When it is not
possible to eliminate or reduce hazardous working conditions, the departments, agencies, public
corporations, and other public instrumentalities shall request inspection assistance from the
Division of Occupational Safety and Health of the Guam Deportment of Labor.

The Governor of Guam, in Executive Order 88-9, dated March 22, 1988, declared the policy and
commitment of the GOSHA. These are:

1. Assure every employee of the government of Guam a safe workplace and healthful
working condition free from recognized hazards that are causing or are likely to
cause death or serious physical harm;

AMENDED: tI MARCH 2000 2
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2. preserve its human resources; and

3. ensure every department or agency of the government of Guam complies with all
GOSH standards, rules and regulations, including all applicable GOSH standards
promulgated by the national consensus standards.

AUTHORITY:

Secüon 6304, 4GCA, enacted by Public Law 21-59, Differential Pay:

The Civil Service Commission shall establish and implemest uniform differential pay pohcies.

All statutes, rules, regulations, and policies which are not covered by or inconsistent with the policies
set forth herein, are hereby repealed upon establishment of uniform pay policies.

SCOPE:

This policy shall apply to all employees of the departments and agencies, public corporations and
other public instrumentalities of the government of Guam. Hazardous pay for Corrections
Officers and Police Officers will continue to be governed by 4GCA §6222 Corrections Officers
Hazardous Pay, §6224 Police Officers Hazardous Pay, and §6225 Hazardous Duty Positions
Identified.

IIAzARDOUsIENvm0NMENIAI. PAY POLICY:

A. The Department Head may grant pay differentials in accordance with the Hazardous!
Environmental Pay Policy and Procedures to employees who are temporarily exposed to
hazardous duty or duly involving physical hardship (environmental) when the following
conditions are met.

1. The exposure to hazardous duty or duty involving physical hardship
(environmental) is temporary; and

2. the hazardous duty or duty involving physical hardship (environmental) has not
been considered in the assignment of the position class to a pay grade; and

3. subject to GOSH review and certification of the hazardous/environmental duty.

AMENDED: 01 MARCH 2000
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B. It is the responsibilityof the departmentor agencyHeadto eliminateor reduceCo the lowest
possiblelevel, all hazardsandphysicalhardships,and implementsafeworking conditions.

C. Hazardous/environmentalpayshallnotbeusedasan incentiveto encourageemployeesto woik
in an unsafeplaceor underunsafeconditions.

D. In no eventshall thedepartmentor agencyHeadgrantor authorizemultiple differential ratesof
pay to an employeefor the sameperiod. In the event the employeeperformsmorethanone
hazardousor physical hardship(environmental)duty, the highestauthorizeddifferential rate
shall be usedto calculate(he differential pay.

E. TheDepartmentHeadshall submita copyof all approvedhazardous/environmentalpayrequests
to the Civil ServiceCommissionfor postaudit review.

F. Hazardouslenvironmentaldifferentialsarein addition to an employee’sbasepayandshallnotbe
used to computeovertimepay, holiday pay, night differential and other pay differential,
including paid leaveand severancepay.

G. ApprovedhazardousIenvironmenialdifferentialsshall bepaid within four (4) payperiodsfrom
which theperformanceof hazardousor physicalhardship(environmental)duty began.

N. Theassignmentof hazardouslenvironmenialduty shall not excludeperson(s)with disabilities.

1. Employeeswho are not certain (aware)of existing hazardous/environmentalconditionsmay
requestcertification via their appointingauthority from the Office of GOSH. Certifications
approvedby GOSH shall qualify employeesfor differential pay.

I. Hazardousduty and certificationsfrom the office of GOSH are valid for a periodof five (5)
yearsfrom thedateof approval. A letterof memorandumto the office of GOSHon thestatus
of the hazardousduty or environmentalexposureis required annually by the appointing
authority. An inspectionWill beconductedby GOSH upon significantchangesof thehazardous
duty and environmentalexposure.

HAZARDOUS/ENVIRONMENTALPAY REQUESTPROCEDURES:

The initial determinationof theexistenceof a temporary,unusuallyhazardousworking condition
shall be made by the immediate supervisorof the affected employee. Upon making this
determination,the supervIsorshall alert the departmentor agency Head, and shall requestan

AMENDED: 01 MARCH 2000
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